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Incident Date 
Permanently Identifying or Changing the Date On A Run Sheet So It Remains Constant When 

You Later Open or Print It 
 
 
 

The Incident Date on A New Run Sheet Is Always Date Run Report Created 
 Log into Image Trend. 

 Select Add Run. 

 Select Indiana Run Form. 

 
 Select the Response Times tab in the far right and a new box opens. 
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 The Incident Date box will automatically populate with the month/day/year when the Run Sheet is 
being created. In our example, we will assume the run was made on 4/30/14. 

 

 Hint- If you want to keep this box open, select the pin icon and the box will remain open. 
 

 Move your pointer outside of the box anywhere on the screen and the box will disappear. 
 

 Click the Save tab in the upper left of the screen. 
 

 This Incident Date will always appear whenever the Run Sheet is later opened or printed. 
 

Changing the Date on a Existing Run Sheet So the New Date You Want Will Always Appear 
 

 Log into Image Trend. 

 Go to the Incidents tab, select Run History. 
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 Select the appropriate search criteria and select the Search box. 

 
 Select the Run you are looking for and open it. 
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 Select the Unlocked option in the Locked box. 

 
 Select the Response Times tab in the far right and a new box opens. 

 
 
 
 

 
 This old Run Report is dated 3/20/2014. This is the date the Run Report was created and Image Trend 

automatically inserted and saved this date. 

 However I want another date to appear on the Run Report. Examples would be that I didn’t 

get a chance to complete it on the day of the Run or it was a couple of minutes after midnight so it 
automatically put the next day on, so I need to change the date. 
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 Select the calendar icon and a drop down box appears. 

 
 Click on the day that you now want to appear on the Run Report. I will select 3/19/14. 

 
 This revised date will now always appear on the Run Sheet whenever I view or print it. 

 
 

 Click Save and then select Locked in the Locked box. 

 


